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PREAMBLE
This agreement is made and entered into as of the first day of July, 1996, by and between the
South Orangetown Central School District of the Town of Orangetown, New York (hereinafter
referrc::dto as the "District") and the South Orangetown Secretaries' Association-NYSUT (hereinafter
referrc::d to as SOSA").
Whereas the parties hereto recognize the duties and responsibilities imposed upon them by
the Public Employees Fair Employment Act (Chapter 329 of the Laws of 1967) to negotiate in good
faith vvithrespect to wages, hours, and other terms and conditions of employment and,
Whereas both parties have negotiated in good faith and have reached a mutual understanding,
NOW THEREFORE it is agreed as follows:
MEMORANDUM OF AGREEMENT
It is hereby agreed by and between the District and SOSA that the following Agreement
has been reached for a three-year agreement effective July 1, 1996, through June 30, 1999. All
provisions in the 1993-1996 agreement between the parties shall be carried forward unless and
except as modified herein.
ARTICLE I
RECOGNITION
The District, pursuant to the procedures as outlined in the By-Laws and under Section 206 of
Articlc~14 of the New York State Civil Service Law, hereby recognizes SOSA as the,sole and
exclusive bargaining agent for all full time employees (Appendix I) in the defined bargaining
unit for the purpose of collective negotiations and the administration of grievance arising
thereunder.
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LEVEL SALARY RANGE
(222 days) (231 days) (232 days)
1996-97 1997-98 1998-99
A 18,508 -29,248 19,341 - 30,564 19,824 - 31,328
B 19,212 -30,311 20,077 -31,675 20,579 -32,467
C 19,917 -31,378 20,813 -32,790 21,333 - 33,610
D 20,614 -32,432 21,542 -33,892 22,080 -34,739
E 21,205 -33,625 22,055 -35,138 22,606 -36,016
ARTICLE II
WAGES, HOURS, and CONDITIONS OF
EMPLOYMENT OF OFFICE PERSONNEL
A. Salary.
1. The current salaries (1995-96) of each bargaining unit member and hiring ranges for each
title in the unit shall be increased by the following percentages:
a) July 1, 1996 to June 30, 1997 - 1.1% - (1% will be added if appraisal
of performance is satisfactory).
b) July 1, 1997 to June 30, 1998 -0% - (1% will be added if appraisal
of performance is satisfactory).
c) July 1, 1998 to June 30, 1999 - 2.0% - (1% will be added if appraisal
of performance is satisfactory).
1% of each annual increase may be withheld as a result of an "unsatisfactory" evaluation as
per Section (D) of Article II.
B. For each school year of the agreement, the District may pay new employees to this
bargaining unit according to level of classification any salary within the following ranges:
C. All full time Civil Service positions will be occupied by full time Civil Service Personnel
and paid according to this agreement.
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D. Evaluation. Evaluation is a responsibility of the administration only and.will be a
continuous process throughout each working year. A mutually agreed upon evaluation form for
members of the unit will be utilized to evaluate each member. There will be at minimum a mid-year
evaluation conference, and an end-of-year summary evaluation conference with the completion and
revieVlIof the evaluation form by the immediate supervisor with the unit member. The unit member
will sign the evaluation indicating that it has been reviewed. A copy of the evaluation will be given
to the member and the original placed in the personnel file.
a) In evaluating unit members, the District will use the evaluation procedure and instrument
developed and adopted in November 1994.
b) An overall "unsatisfactory" summative rating will result in the employee not receiving the
1% appraisal increase in the following year.
c) With a "satisfactory" rating, the employee can recover the 1% appraisal increase in six
months.
d) Evaluation schedule.
September - employee/supervisor conference
January -formative evaluation
May -summative evaluation
e) The evaluation process is subject to the grievance procedure. The subjective rating by the
evaluator is subject to the internal appeals and review committee established by the
labor/rnanagement committee.
f) The full evaluation procedure and instrument as developed shall be attached to and be part
of this collective bargaining agreement.
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E. Vacancies. In the event a full-time clerical vacancy occurs or a new position is created,
notification shall be given to building representatives who shall notify all unit members at the
earliest possible time, and shall specify the procedure to be followed in making an application for
such position. Consideration, but not preference, in appointments to such positions shall be given to
members of this unit.
F. Conference Attendance. Unit members may be permitted to attend and/or participate in
conferences and other activities requiring them to be absent from their places of work, provided that
such conferences and activities are directly related to the improvement of the employee in the
performance of her duties or contribute directly to the betterment of the program of the District, and
it is further agreed that the Board of Education shall financially sponsor one delegate to such
conference. Such participation and/or attendance shall be dependent upon the prior approval of the
Superintendent of Schools. The number of hours of those participating shall not exceed the
equivalent of six (6) working days.
G. Retirement Plan. It is agreed that the Board of Education of the District will make
available to members of this unit the New York State Employees' Retirement Plan in force at the
time of hire.
H. Contract Days:
1996-1997 (+ 1 holiday, + 1 vacation)
210 work days + 1paid holiday + 1paid vacationday = 212 total
215 work days + 1 paid holiday + 1 paid vacation day = 217 total
220 work days + 1 paid holiday + 1 paid vacation day = 222 total
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1997-1998 (+4 holidays, +4 vacation, + 1 staff development day)
210 work days + 5 paid holidays + 5 paid vacation days
+ 1 paid staff development day = 221 total
215 work days + 5 paid holidays + 5 paid vacation days
+1 paid staff development day = 226 total
220 work days + 5 paid holidays + 5 paid vacation days
+ 1 paid staff development day = 231 total
1998-1999 (+ 1 holiday + 1 staff development day)
210 work days + 6 paid holidays + 5 paid vacation days
+ 1 paid staff development day = 222 total
215 work days + 6 paid holidays + 5 paid vacation days
+ 1 paid staff development day = 227 total
220 work days + 6 paid holidays + 5 paid vacation days
+ 1 paid staff development day = 232 total
Should unit members be required to work beyond days assigned, they will be compensated at
the daily rate based upon their daily rate schedule.
I. Health Benefits. The District shall provide hospital/surgical insurance, excess major
medical, and dental insurance to all unit members under the plan currently in effect on a share cost
basis as set forth in paragraph "M" of this Article. During the life of the contract, the District may
seek insurance carriers to cover all benefits, provided the members of this unit are guaranteed equal
or better coverage.
J. Life Insurance. The District shall provide to unit members the Civil Service Retirement
Group life plan currently in effect, without cost.
K. Income Protection Plan. The District shall provide. an income protection plan providing
partial indemnity to unit members during total disability, under the plan currently in effect, without
cost. If upon becoming eligible for this insurance plan the unit member elects to remain on full
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salary, the District will pay the difference between the insurance benefits and the member's gross
salary computed on a per diem basis per Article II, H of the member's gross salary. The unit member
may e:lectto use this option only to the limit of the accumulated sick leave. Such leave shall be
diminished on a pro-rata basis during the exercise of this option.
L. Membership Dues. Upon presentation of the dues deduction authorization forms signed
by individual members, dues for such members will be deducted beginning with the first payroll in
October.
M. Co-Payment of Benefits. The District and the unit members shall share .the cost of the
insurance coverage in this Article in the following manner:
1. HospitaVSurgical, Excess Major Medical and Dental coverage. The District shall pay
95% of the annual premium -Unit member 5% of the annual premium.
2. Retirement Group Life -Without cost.
3. Income Protection Plan -Without cost.
The unit member's contribution shall take effect commencing February 1, 1992. For the
period from February 1, 1992 to February 1, 1993, the unit member's payment for those members
(electing individual hospital/surgical, excess major medical and .dental coverage, shall not exceed
$300 and for those members electing family hospital/surgical, excess major medical and dental
coverage shall not exceed $400). From February 1, 1993, and forward, the unit member's
contribution shall not exceed 2% of the gross salary. For unit members electing coverage, the
contribution due from the unit member shall be paid through a payroll deduction.
N. Smoke-free workplace. Smoking is prohibited within the school buildings of South
Orangetown, and it is prohibited on the school premises when school is in session or when there are
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student activities. The District shall make smoking cessation programs available for all employees
who e:lectto participate in these district-sponsored programs.
o. Safety and Health. The District will provide a safe and healthy work environment for
members of this bargaining unit.
P. Paid Holidays. Each bargaining unit member shall receive paid holidays,as follows:
a) July 1, 1996 -June 30, 1997 - 1 day
b) July 1, 1997 to June 30, 1998 -5 days
c) July 1, 1998 to June 30,1999 - 6 days
The paid holidays shall be:
Labor Day (effective 1996)
Columbus Day (effective 1997)
Veterans' Day (effective 1997)
Thanksgiving Day (effective 1997)
Presidents' Day (effective 1998)
Memorial Day (effective 1999)
Compensation for all paid holidays shall be based on the employee's daily rate of pay.
Q. Paid Vacation. Each bargaining unit member shall receive paid vacation as follows:
a) July 1, 1996 to June 30, 1997 - 1 day
b) July 1, 1997 to June 30, 1998 - 5 days
c) July 1, 1998 to June 30, 1999 -5 days
Compensation for vacation days shall be based on the employee's daily rate of pay.
R. Staff Development Day. Each bargaining unit member shall be required to work and
shall be compensated for one Staff Development Day (effective 1997) to be scheduled on one 'of the
Distric:t Superintendent's Conference Days. Compensation for the Staff Development Day shall be
at the employee's daily rate of pay.
The program for the Staff Development Day shall be determined by a committee composed
of two (2) persons designated by the Superintendent or designee and two (2) persons designated by
the President of the Association or designee.
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ARTICLE III
EMERGENCY CLOSINGS
All unit members will have snow days and/or any other emergency closings with pay. When
schools are closed due to inclement weather, the supervisor may request unit members to report to
work as soon as it is safe to travel on the roads, if:
1) the unit member is asked to report by his/her supervisor, and/or
2) the supervisor is present at the worksite.
If the roads are not passable, the unit member shall not be required to report to work. Employees
who make such a judgment, shall not suffer any discipline, demotion, diminution in compensation or
status or harassment as a result of the decision. If the unit member does report for work, he/she will
be cOInpensated with a day's pay.
ARTICLE IV
HOURS OF EMPLOYMENT
A. Work Day. Nonnal work day is seven (7) hours work plus lunch period.
B. Lunch. Every employee is entitled to an established lunch period of one hour. Where
approved by building supervisor, lunch hour may be shortened to 45 minutes or 30 minutes and time
of arrival and/or departure may be modified to compensate for the reduction of time.
C. Overtime. If an unit member works overtime, the employee will be paid in accordance
with Federal Fair Labor Laws. Overtime is a minimum of 15 m~nutes in excess of the nonnally
scheduled 8 hours which includes 1 hour for lunch. Overtime in each school shall be given to the
full tirne employees when overtime is required. For assignment of overtime, seniority should be
considered where appropriate within each building. Overtime shall be approved by the
Superintendent of Schools.
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D. Break Period. Each employee is entitled to a 15 minute rest period. The time of the
"break" is to be approved by building principal or administrator.
ARTICLE V
PROMOTION AND TRANSFER
A. If a permanent unit member is in a position which is reclassified to a higher
classification, and if such unit member is appointed to this position from a certified list, such unit
member will remain on the identical step, but in the category or reclassification on the schedule
(App~~ndixA). If a permanent unit member is an incumbent in a position which is reclassified to a
lower classification and if such unit member is appointed to this position, such member shall be
placed at a salary which is nearest to her salary at the time of demotion. SOSA is guaranteed the
opportunity of discussing changes in assignments prior to their taking effect with the Superintendent
of Schools or his designee.
B. Members of this unit will be given assignment notices by June 1 for the following school
year.
ARTICLE VI
EXCESSING PROCEDURES
A. Medical and dental benefits enjoyed by the excessed staff member will continue at
employee's expense as per federal "COBRA" laws and regulations.
B. Excessed secretarial staff will have a preference in substitute service.
C. Notice of excess will be given no later than May 15 for the following school year.
ARTICLE VII
LEAVES
A. Jury Duty Leave. Office personnel who are required to serve on jury duty will receive
full salary during the period of such service, less an amount equal to the compensation paid to them
for such jury duty. Compensation for meals and travel will not be deducted.
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B. Personal Days. Each unit member shall be granted four (4) personal days per year.
These days shall not accrue or be carried over to the next year. Independence Day shall be taken as a
personal day by each unit member. Other personal leave is to be taken with the approval of the unit
member's immediate supervisor. Notice of intention to use personal leave should be at least 48
hours in advance, except in emergencies.
The unit member shall be paid for unused personal leave days up to three (3) per year at the
rate of $55.00 per day at the end of the school year.
c. Bereavement Leave. A maximum of 4 days shall be available for each death in a unit
member's immediate family, to include spouse, child, father, mother, brother, sister, grandparents,
father..in-Iaw, mother-in-law, sister-in-law, brother-in-law, grandchild, or other person permanently
residing with employee.
D. Sick Leave.
1. Unit members shall be entitled to sick leave with full pay as follows:
1 - 5 years of employment. . . . . 10 ~ days
After 5 years of employment. . . . 12 days
Unused sick leave shall accumulate from year to year to a maximum of200 days. Upon
retiren1ent from the District during the school years covered by this agreement, compensation
shall be given for accumulated sick leave at the rate of$ 35.00 per day.
2. Sick leave shall be used exclusively for personal illness of the unit member or
illness in the immediate family.
3. When a unit member cannot report to work because of personal illness, they
must notify their immediate supervisor or his designee.
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4. No unit member shall forfeit accumulated sick leave during approved leaves of
absence. Sick leave accumulated prior to an approved leave of absence will be credited on
return.
5. Leaves not covered as paid leaves in this agreement: rate of reduction in salary
shall not be greater than the daily rate of pay.
6. If a unit members work assignment changes from a full time employee to a
part time employee, any accumulated sick leave shall be credited upon return to a full time
position.
E. Extended Sick Leave. A unit member whose personal illness extends beyond
accurnulated sick leave will be granted leave without payor increment for the balance of the
current school year. Requests for leave must be accompanied by a statement from a physician.
F. Immediate Family Leave. A leave of absence of up to 1 year without payor
increnlent may be granted for the purpose of caring for a sick member of the unit member's
immediate family, to include spouse, child, mother or father, or a regular member of the
household. The leave of absence will be granted only to those unit members who have
completed one year of service in the District.
ARTICLE VIII
BASIS OF AGREEMENT OF DAYS OF WORK
A. Work Year. The total annual work period for members of this unit shall be 210,215,
220 days (see Appendix I).
B. Work Schedule. As soon as practicable after the official school calendar has been
adopted, 210, 215, 220 employees shall develop a schedule of work days with their immediate
supervisor. As part of the schedule of work days, unit members will be expected to work on days
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their immediate supervisor work during the December, Winter and Spring Recess periods. Unit
members may be asked to work during one (and only one) recess period. Which period shall be
mutua.lly agreed upon.
C. Annual Increments. It is agreed that annual increments in the salary schedule and
guide made a part of this agreement shall be automatic.
D. Additional Work Days. If the need arises requiring the employment of unit
members above and beyond 210, 215, 220 days, unit members will make every attempt to be
available to work if this does not cause any undue family hardship, i.e., vacation, etc. It is
understood unit members will be paid at their daily rate of pay.
E. Special Conditions. Members of this unit will not be required to work in a building
unless a member of the professional staff is present.
ARTICLE IX
GENERAL CONSIDERATIONS
1. No Article or Section in this Agreement shall be in any violation of Civil Service Law,
the Rules and Regulations of the State Department of Personnel or any other law, State or
Federal.
2. No Article or Section in this Agreement shall cause or shall be construed to allow, in
any way whatsoever, a diminution of any presently enjoyed benefits by a unit member.
3. It is agreed that all the benefits unit members had prior to entering into agreement,
such as contributory participation by the District in the employee's group insurance plan, shall be
retained, unless expressly and specifically abridged, modified, delegated, or granted within this
Agreement.
4. In the event that any Article or Section of this Agreement shall be determined by a
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court of competent jurisdiction to be null, void, or unenforceable, such decision shall.not affect
any of the other provisions of this Agreement which shall continue in full force and effect.
5. Section 2023 of the Education Law: In the event a school budget is rejected by the
voters of the School District all proposed salary increments and proposed increased benefits for
above named unit member shall take effect as if the budget had been approved.
6. This agreement incorporates the entire understanding of the parties on all issues which.
were or would have been the subject of negotiation.
ARTICLE X
LENGTH OF AGREEMENT
1. Neither party to this agreement shall make or attempt"to make any alterations,
modification, change or variation of any of the items expressly covered by this Agreement.
This agreement shall remain in full force and be effective from July 1, 1996 through and
ending June 30, 1999 or until a new agreement is ratified.
ARTICLE XI
GRIEVANCE PROCEDURE
A. Purpose. It is the policy of the Board and SOSA that all grievances be resolved
informally or at the earliest possible stage of this grievance procedure. However, both parties
recognize that the procedure must be available without any fear or reprisals because of its use.
Informal settlement at any stage shall bind the immediate parties to the settlement but shall not"
take precedent in a later grievance proceeding.
B. 'Definitions.
1. A "grievance" is any alleged violation of this Agreement or any dispute with
respect to its meaning or application except that the Preamble shall not be the basis for any
gnevance.
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2. An "office worker" is any person in the unit covered by this agreement.
3. An" aggrieved party" is the office worker or group of office personnel who
submit a grievance or on whose behalf it is submitted, the SOSA and (when it submits a
grievance) the Board.
c. Submission.
1. Before a submission of a written grievance the aggrieved party must attempt to
resolve it informally.
2. Each grievance shall be submitted in writing and shall identify the aggrieved
party, the provision of this agreement involved in the grievance the time when and the place
where the alleged events or conditions constituting the grievance existed, and, if known, the
identity of the person responsible for causing such events or conditions and a general statement
of the grievance and redress sought by the aggrieved party.
3. A grievance shall be deemed waived unless it is submitted within 30 days after
the aggrieved party knew or should have known of the events or conditions on which it is based.
4. (a) An office worker or group of office personnel may submit grievances
which affect only the school in which they work and shall submit such grievances to the Building
Principal through a representative from SOSA.
(b) SOSA may submit any grievance. If it is limited in effect to one
school, the grievance shall be submitted to the Building Principal. Otherwise, it shall be
submitted directly to the Superintendent of Schools.
(c) The Board may submit grievances and, when it does so, it shall
present its grievance to the President of SOSA.
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D. Grievance Procedure.
1. The Building Principal shall respond in writing to each grievance received.
His/her refusal to consider the grievance can be an appropriate response. If an aggrieved party is
not satisfied with the response of the Building Principal or if no response is received within one
calendar week after the submission of a grievance, such aggrieved party may submit a copy of
the grievance to the Superintendent of Schools.
2. The Superintendent of Schools or his designated representative shall, upon
request, confer with representatives of SOSA with respect to such grievance no later than 2
weeks after it is received.
3. Within one month after receiving a grievance from the Board, SOSA shall
deliver to the Superintendent of Schools a detailed statement of its position with respect to the
gnevance.
4. In the event that either the Board or SOSA is not satisfied with the
position taken by the other with respect to a grievance, either the Board or SOSA may, within
one month after receipt of the written position or the time it was due, refer the grievance for
arbitration, binding on all parties, by requesting the Office of the American Arbitration
Association to forward the names of 5 prospective arbitrators. The arbitrator shall be chosen by
representatives of the Board and SOSA who shall alternately strike the name of one proposed
arbitrator. The order of striking names shall be determined by lot. Decision of the arbitrator
shall, however, be subject to the right of the Board and SOSA and invoke its rights and pursue its
remedies under Article 75 of the Civil Practice Law and Rules of the State of New York.
5. The fee and expenses of the arbitrator shall be shared equally by the Board
and SOSA.
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E. Miscellaneous.
1. Forms for filing and processing grievances will be developed jointly by
the Board and SOSA and printed by the Board.
2. All papers dealing with the processing of a grievance shall be filed
separately from the personnel files. Such files shall be maintained by the Board and, together
with such other records as may be necessary for the processing of the grievance, they shall be
available for inspection and copying by an aggrieved party and SOSA.
IN WITNESS WHEREOF, the parties have hereunto set their hands and seals this_
day of "3 'Fe b \ 9'~'1_, +9~8 'f
SOUTH ORANGETO
By: ~
Nancy Russ, President, Board of Education
By:J~ I(~
t-Eileen K. Gress, 'S)(perintendent of Schools
CENTRAL SCHOOL DISTRICT
SOUTH ORANGETOWN SECRETARIES ASSOCIATION
By: ~ ,6",~&-x.-..-
Lorissa Bonondona, President
?~
NYSUT Chief Negotiator
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LEVEL A
School Bus
Driver/Clerk
APPENDIX A
SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
LEVEL CLASSIFICATIONS
CLERICAL PERSONNEL
LEVEL B LEVEL C LEVEL D
Duplicating Machine Gp. Sr. Cl/Typ.
Clerk Typist Sr. Acct.-CVTyp.
Sec. Typist
Secretary I
LEVEL E
Principal Clerk
Senior Payroll
Clerk/Typist
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APPENDIX I
Positions and Contracted Days.
210 Davs:
Clerk Typist -Curriculum & Instruction
Clerk Typist -Continuing Education Office
Clerk Typist - H.S. Library
Clerk Typist - H.S. Attendance Office
Clerk Typist - H.S. GuidanceOffice
Clerk Typist -Palisades Early Childhood Program
215 DAYS
Clerk Typists - M.S. Main Office
Clerk Typists - (2) H.S. Main Office
Sr. Clerk Typist
- H.S. Guidance Office
Sr. Clerk Typist - H.S. Asst. Prinicipal's Office
Secretarial Typist -CL Main Office
Secretarial Typist - WOS Main Office
Secretarial Typist -TZE Main Office
Secretarial Typist - H.S. Asst. Principal Office
220 DAYS
Clerk/Bus Driver -Transportation
Clerk Typist - H.S.Director of Athletics
Clerk Typists -Office of Special Education Services
Clerk Typist -Business Office
Clerk Typist -Personnel Office
Duplicating Machine Operator -CO
Principal Clerk - Personnel Office
Sr. Acct. Clerk Typists - (3) Business Office
Sr. Clerk Typist - M.S. Guidance Office
Secretarial Typist - Buildings & Grounds
Secretarial Typist -Office of Special Education Services
Secretarial Typist - H.S. Principal'sOffice
Secretarial Typist - M.S. Principal'sOffice
Secretarial Typist - M.S. Asst. Principal's Office
Secretarial Typist - Personnel Office
Secretarial Typist - Spec. Ed. Comm., Strategic Plan. & Grants office
Secretarial Typist -Superintendent's Office
Secretary I -Office of Elementary Education
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'/[South Orangetown Central School District
I
160 Van Wyck Road. Blauvelt. New York 10913
914-365-4200 .Fax 914-365-4222
Dr. Morton Sherman, Superintendent of Schools
February 12, 1996
Madeline Pellicione, Vice President
So. Orangetown Secretaries Association
160 Van Wyck Road
Blauvelt, NY 10913
Re: Floating Holidays
Dear Mrs. Pellicione:
This will confirm the understanding reached between the South Orange town Central School
District and the South Orange town Secretaries Association in regard to the concept of
IIfloating holidays. II
Due to the extraordinarily harsh winter and the number of school closings during the
1995-96 school year, the District would be faced with a financial hardship if we had to
pay the unit members to come in to work during the Winter Recess (February 16-20, 1996)
since we have already paid the secretarial staff for six (6) snow days.
The District has requested the members of the South Orangetown Secretaries' Association
to work without pay for a period of three (3) days in return for three (3) ." floating
holidays" to be taken by the end of the new contract period (6/30/99).
The floating holidays shall not be carried over beyond June 30, 1999. It is up to the
unit member to apply for these days. Days shall be scheduled with the immediate
sup~rvisor and are subject to his/her approval. When possible, there should be two
weeks notice. If there is conflict in scheduling unit members, seniority will be used
to determine the holiday schedule. The immediate supervisor shall place no undue
restrictions on scheduling floating holidays.
The District further acknowledges that this compromise agreement shall not be used to
establish a precedent nor prejudice any future discussions or negotiations.
Please countersign this letter in the place indicated for signature to signi~y your
agr ement to e understandings reached herein.
AGREED TO: /j
. / . .:.---
4'~'C?~~J7 </~£e~~~ '
adeline Pellicione
SOS Vice President.
1/4r-
J-//7' /tJ'(
/ Date
~::ttilson, NYSUT LRS
MS :Ips
1f@f2@lilll@ITQ W@ @Ellffi~
ISatisfactory
1_ Unsatisfactory
I. WORK PERFORMANCE: Dates discussed to be
'initialed by both parties)
-Quality of Work
-
-Timely Completion of Work
\
SOUTH ORANGE TOWN CENTRAL SCHOOL DISTRICT
PER FOR MAN C E E V A L U A T ION - Civil Service Personnel
Name Position
) Permanent ) Provisional ) Temporary ) Substitute
---------------------------------------------------------------------------
SATISFACTORY:
UNSATISFACTORY:
Fully meets requirements of position.
Fails to meet requirements of position; consistent
deficiency in performance - Must have been discussed
with employee 2X prior to final determination.
Note: See definition of terms on reverse side of Evaluation form.
II. INTERPERSONAL RELATIONSHIPS: Satisfactory Unsatisfactory
(Dates Discussed)
-Cooperates with co-workers
& community
-Accepts constructive
criticism
III. GENERAL HABITS: Satisfactory Unsatisfactory
(Dates Discussed)
-Adaptability
-Dependability
Principal/General Supervisor Date
Supervisor's Comments:
Employee Comments:
This evaluation has been discussed with me and my comments are accurate.
Employee Signature Date
Ref:Evaluat2
SOUTH ORANGETOWN CENTRAL SCHOOL DISTRICT
. .. .
PERFORMANCE EVALUATION - S.O. SECRETARIES
NAME POSITION
EVALUATION SCHEDULE:
A. September - Employee/Supervisor Conference
A written list of job responsibilities will be given to
employee by September 30.
.B. January - Formative Evaluation
An employee/supervisor conference will be held by January 31.
C. May -.Summative Evaluation
Written evaluation to be completed by May 30.
JOB DESCRIPTION/DUTIES:
The above description of duties has been discussed with me.
Employee Signature Date
FORMATIVE EVALUATION:
Employee Signature Date
(Nov. 94)
